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Federal agency primarily for the stor-
age, servicing, security, and processing
of records which need to be preserved
for varying periods of time and need
not be retained in office equipment or
space. See also records storage facility.

Records management, as used in sub-
chapter B, means the planning, con-
trolling, directing, organizing, train-
ing, promoting, and other managerial
activities involved with respect to
records creation, records maintenance
and use, and records disposition in
order to achieve adequate and proper
documentation of the policies and
transactions of the Federal Govern-
ment and effective and economical
management of agency operations.

Records schedule or schedule means
any of the following:

(1) A Standard Form 115, Request for
Records Disposition Authority that has
been approved by NARA to authorize
the disposition of Federal records;

(2) A General Records Schedule
(GRS) issued by NARA; or

(3) A published agency manual or di-
rective containing the records descrip-
tions and disposition instructions ap-
proved by NARA on one or more SF
115s or issued by NARA in the GRS. See
also comprehensive schedule.

Records storage facility is a records
center or a commercial records storage
facility, as defined in this section, i.e.,
a facility used by a Federal agency to
store Federal records, whether that fa-
cility is operated and maintained by
the agency, by NARA, by another Fed-
eral agency, or by a private commer-
cial entity.

Retention period is the length of time
that records must be kept.

Series means file units or documents
arranged according to a filing or classi-
fication system or kept together be-
cause they relate to a particular sub-
ject or function, result from the same
activity, document a specific kind of
transaction, take a particular physical
form, or have some other relationship
arising out of their creation, receipt, or
use, such as restrictions on access and
use. Also called a records series.

Temporary record means any Federal
record that has been determined by the
Archivist of the United States to have
insufficient value (on the basis of cur-
rent standards) to warrant its preser-

36 CFR Ch. XII (7-1-10 Edition)

vation by the National Archives and
Records Administration. This deter-
mination may take the form of:

(1) Records designated as disposable
in an agency records disposition sched-
ule approved by NARA (SF 115, Request
for Records Disposition Authority); or

(2) Records designated as disposable
in a General Records Schedule.

Unscheduled records are Federal
records whose final disposition has not
been approved by NARA on a SF 115,
Request for Records Disposition Au-
thority. Such records must be treated
as permanent until a final disposition
is approved.

§1220.20 What NARA acronyms are
used throughout subchapter B?

As used in subchapter B—

NARA means the National Archives
and Records Administration.

NAS means the Space and Security
Management Division.

NR means the Office of Regional
Record Services.

NWCS means the Special Media Ar-
chives Services Division.

NWM means Modern Records Pro-
grams, which includes NARA records
management staff nationwide.

NWME means the Electronic and
Special Media Records Services Divi-
sion.

NWML means the Lifecycle Manage-
ment Division.

NWMW means the Washington Na-
tional Records Center.

NWT means Preservation Programs.

Subpart B—Agency Records
Management Responsibilities

§1220.30 What are an agency’s records
management responsibilities?

(a) Under 44 U.S.C. 3101, the head of
each Federal agency must make and
preserve records containing adequate
and proper documentation of the orga-
nization, functions, policies, decisions,
procedures, and essential transactions
of the agency. These records must be
designed to furnish the information
necessary to protect the legal and fi-
nancial rights of the Government and
of persons directly affected by the
agency’s activities.

(b) Under 44 U.S.C. 3102, the head of
each Federal agency must establish
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and maintain an active, continuing
program for the economical and effi-
cient management of the records of the
agency.

(c) Agency records management pro-
grams must provide for:

(1) Effective controls over the cre-
ation, maintenance, and use of records
in the conduct of current business; and

(2) Cooperation with the Archivist
and the Administrator of GSA in ap-
plying standards, procedures, and tech-
niques designed to improve the man-
agement of records, promote the main-
tenance and security of records deemed
appropriate for preservation, and fa-
cilitate the segregation and destruc-
tion of records of temporary value.

§1220.32 What records management
principles must agencies imple-
ment?

Agencies must create and maintain
authentic, reliable, and usable records
and ensure that they remain so for the
length of their authorized retention pe-
riod. A comprehensive records manage-
ment program provides policies and
procedures for ensuring that:

(a) Records documenting agency
business are created or captured;

(b) Records are organized and main-
tained to facilitate their use and en-
sure integrity throughout their author-
ized retention periods;

(c) Records are available when need-
ed, where needed, and in a usable for-
mat to conduct agency business;

(d) Legal and regulatory require-
ments, relevant standards, and agency
policies are followed;

(e) Records, regardless of format, are
protected in a safe and secure environ-
ment and removal or destruction is
carried out only as authorized in
records schedules; and

(f) Continuity of operations is sup-
ported by a vital records program (see
part 1223 of this subchapter).

§1220.34 What must an agency do to
carry out its records management
responsibilities?

To carry out the responsibilities
specified in 44 U.S.C. 3101 and 3102,
agencies must:

(a) Assign records management re-
sponsibility to a person and office with
appropriate authority within the agen-
cy to coordinate and oversee imple-
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mentation of the agency comprehen-
sive records management program
principles in §1220.32;

(b) Advise NARA and agency man-
agers of the mname(s) of the indi-
vidual(s) assigned operational responsi-
bility for the agency records manage-
ment program. To notify NARA, send
the name(s), e-mail and postal address-
es, phone and fax numbers of the indi-
vidual(s) to NARA (NWM), 8601 Adelphi
Road, College Park, MD 20740-6001 or to
RM.Communications@nara.gov. The
name, title, and phone number of the
official or officials authorized by the
head of the agency to sign records dis-
position schedules and requests for
transfer of records to the custody of
the National Archives must also be
submitted to NARA (NWM) or
RM.Communications@nara.gov;

(c) Issue a directive(s) establishing
program objectives, responsibilities,
and authorities for the creation, main-
tenance, and disposition of agency
records. Copies of the directive(s) (in-
cluding subsequent amendments or
supplements) must be disseminated
throughout the agency, as appropriate,
and a copy must be sent to NARA
(NWM);

(d) Assign records management re-
sponsibilities in each program (mis-
sion) and administrative area to ensure
incorporation of recordkeeping require-
ments and records maintenance, stor-
age, and disposition practices into
agency programs, processes, systems,
and procedures;

(e) Integrate records management
and archival requirements into the de-
sign, development, and implementation
of electronic information systems as
specified in §1236.12 of this subchapter;

(f) Provide guidance and training to
all agency personnel on their records
management responsibilities, including
identification of Federal records, in all
formats and media;

(g) Develop records schedules for all
records created and received by the
agency and obtain NARA approval of
the schedules prior to implementation,
in accordance with 36 CFR parts 1225
and 1226 of this subchapter;

(h) Comply with applicable policies,
procedures, and standards relating to
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